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o193 ( be Submitted to the Records Monogi‘, .nt Division NO . v
‘ Hall of Records
Commission Hall of Records Commission m)GE 1.
Requesting Agency 2. Division or Bureau of Requesting Agency
WORCESTER COUNIY BOARD OF COUNTY COMMISSIONERS
3. Authorization Requested (Check only one of the squares below) .
. C .
Establish retention schedule for re- Microfilm  ond  destroy originals.
Originals if not microfilmed would be
retained for the period of time indicated.

A .
Dispose of present occumulation. No
accumulation is  antici-
to have value
: have value to warrant their retention after
6. Recommendation
of Hall of Records
and Board of Public

additional
pated. Records have ceased

to worrant retention.

B
a cords for which there is a continuing
occumulation. The records will cease to

the period of time indicated.

5. Description of Records
Include title, form number, size of documents,
Works.

ltem
No.

Describe records accurately.
work or activity to which the records relate, inclusive dates, and quantity
{cubic or linear feét). Show recommended retention period.

1.

MINUTES

. Sizes 1" x18® x 27
Dates: 1669 = -~ -. 5./) |
Quantity:s 18 volwmes (24 .

" File Arrangements. Chronological -

The Minutes record the proceedings and decisions of the Board show-
ing resclutions -adopted and action taken on assessments and levies,
petitions, appeals and adjustments, schools, roads, and bridges, ‘
\ , and authorizations to the Treasurer to make payments

appointments .

from County funds.. After 1956, proceedings on roads are found in

the Roads Board Minutes (Item 2). o .

RECOMVENDATION; RETATN PERMANENTLY: TRANSFER TO THE HALL OF RECORDS

_ © ALL MINUTES PRIOR T0 1930

.| BOADS BOARD MINUTES LT |
. sizes 127 x 18% x 2n

Datess 1957 = = = _

Quantity: 1 volumd

: Fila.mgenem: "Chronological

Worcester Comty took over all public roads from ths State by Act

of ths General Assembly, approved March 18, 1957. - The County Com=
missioners sit as the Roads Board and their Minutes record proceed-
ings on all matters relating to administration; management, \m:i.ld:’mg,1
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Signature
Disposal Authorized as Indi
Public Works.

7. Agency, Division or Bureau Representative
Title :
cated in Col. 6 by Board of

hedu|e7A:|thorized as Indicated in Col. 6 by Hall of

Secretary

ecords Commission. -
T(/ Date

Llo/re /57
77 Date Archivist
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Commission NO. 2
o
4 5. Description of Records - 6. Recommendation
) Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity &r/wd l£3oc1rd of Public
orks.

o
0.

{cubic or linear feet). Show recommended retention period.

-

3.

maintenance, and financing of the public roads of the County.
RECOM/ENDATIONs RETAIN PERMANENTLY.

GENERAL LEDGER

L.

The General lLedger, a final book of entry, is arranged by accounts.
Posting is done monthly to each account showing the General Journal

folio mmber and debi_.ts and credits as totals,

Sizes 12" x 1ln x 3¢
Datess 1920-1935, 1940 - - ()
¥

Quantitys L volumes, 2 bundles
Chronological

File Arrangemont: -
Anmual outsids audit and State au

Audit:
Index: Thumb index to accounts

dit

RETAIN PERMANENTLY.

RECOMMENMDATION:
GENERAL JOURNAL ' , B -
Size: 12" x-14¥ x 1® ' B
Ratess 1924=1931, 1943 ~ - ( 5) :
Quantity: 5 volumes ~ '
File Arrangement: Chronoclogical -
Auvdits” Annual outsdde audit and State audi
The General. Journal is a record of receipts and disbursements, postef
monthly, one page to a month, by accounts as they appear in the
General Ledger. The General Journal is posted to the General lLedger
and postings are made to it from the Cash Receipts Jowrnsl and Cash
Disbursements Journal in the Treasurerts Office.
RECOMMENDATIONs = RETAIN PERMANENTLY
5. | PAYROLL JoumnaL L

Form No.i SK 65-1 -

Sizes 14" x 18% x 3a

Dates: 1953 = =~

Quantity: 5 volumes  (-5)

File Arrangement: By year and month
~ Audit: Armual outside audit

The Payroll Journal i1s a commercial form showing the employee's

name and social security number, the mmber of exemptions, address,

the title of the position or type of work, time worked or gross pay,
dsductions, and ths net pay. This record displaced the Recapitula-

tion of Total Wages (Item 6).
RECOMMENDATION: RETAIN PERMANENTLY.
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9. | IRSOLVENCY REGISTER .

Sizer ‘120 x 16" x 2" :
; . .Datess 1950 = =~ .
‘ Quantity: 1 volums *
. File Arrangement: By series numbexr and bond numﬁaer
~ : Audit- Annual outside audit _
This is a record of school and road bonds by series, shom.ng the
bond number, . interest rate, the date of issue and cue date, the

date paid and pa.r or face va.lua of the bond,
mcomnmnom RETAIN PERMANEIHLY. o
| oonpomnon ARD" BANK STOCK Assmsmﬁus'r o

'sizez 8"x1h“x%“' N

AE' : Daws‘ 19“1 - - ) . (S '

+ Quantitys '3 volumes =~ " ° "
.. ., Fils Arrangements Chronological
DR Au.dit: Amual outside audit and State audit
This record 1ists the nmnes and address of corporations and banks -
whose stock is subject to taxation and shows the number of shares
issuad, . theparva]na, andtheammmtofthe asgessment,

RECOMMENDATION: RETAIN PE_R.HAMM'LI.

izes 14" x 20" x 30
‘Dates: . 1928, 1934 - -
. ())
"Fils Arrangement:
This 15 a record of the insclvencies allowed ths Treasurer by the

Quantity: hvolumes ' S
Byyearandthenbydistrictandnm .

* 4~ HR-RM 1A (
(11-1-86) (( QUEST FOR RECORDS RETENTION ( '-I’::DULE No.
Hall of Records (Continuation Sheet) . PAGE
Commission NO. ..
5. Description of Records 6. Recommendation ;
‘em Describe records accurately. Include title, form number, size of documents, of Hall of Records !
No work or activity to which the records relote inclusive dotes and quonhty and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.
6. | RECAPTTULATION OF TOTAL WAGES el e e |
. Dates: . 1949-1955 . = 3
. Quantitys 1 volums 2
- File Arrangement: Chrenological %]
. ..:-Annual Accmuulation: Discontinued - =
; =
This record shows the name and addressiof the employee, social ';_" S
gecurity mumber, the amounts withheld for Federal and State taxes, . =
the net salary, and total salary.’ ‘This. record was discontinued and = 2 |
. | the samn i.nfomation is Pound in the Payrol'l. Journal (Item 5). ‘ a S
L . . o, L I
m.commuxon- n_rmm Pmmmmm. <c f
. ] . - o !
Te BOHD REGISTER —
=
o

Board of c«:mrby.(:onmiasionera, showing the name of the Treasurer,




Hall of Records
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No. L,

6. Recommendation

Zommission

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quantity -
Show recommended retention period.

of Hall of Records
and Board of Public

Works.

.10,

{cubic or linear feet).

ths levy yea.r of the ingolvency, the district, the nams of the tax-

payer, and the amount of the insolvency.- If the insolvent tax is
t is recorded horein and posted to the Tax Roll Book

paid the paymen
(Schedule No.C<93, Item 6 ) and the Delinquent Tax Journal (Sched-
ule No, C=93, I’t.em 2) in the Treasurer's office,

« The Trea.mxrer is charged with the full amownt of the annual

ln,vy upon edch taxpayer until it is collected.  In cases in which
the tax is uncollectible for any reason, usually becauss the amount

is so small as to make a tax sale impractical, the Treasurer is re-
leased from the cobligation of collecting by official action of the
Board of County Commlssioners in declaring the taxpayer Pinsolvent?

this action bsing recorded in the Minutes of the Board of County
Comnissioners (Item 1). : . .
RECOIWATION: RETAIN Pmaémmm; .
DRAINAGE DITCH PAPERS

Size. 3% x’9‘t o ]
Datess 1922 « - ° e

Quantitys 6 document file drawers
"ile Arrangements By nane of the pro;;ect

..ach ditch project is filed separately and includes one or more

to drainage ditches and their maintenance,
ments of the Ditch Fund are posted by project in the Ditch Tax .

office and in the General Ledger (Item 3).

RECOMiENDATION: RE‘I‘Am PERBW
DEEDS, RIGHTS OF WAYS PETITIOE 'FRANCHISES AND AGREEMENTS

Size: 33" x 9m ) B ’ ’E .
Dategs 1902 - - o
Quantity: 7 document file drmra, 2 bundlea
File Arrangements Chronological

or at tax sales to protect the

Jackets containing petitions, notices, maps and material related
Receipts and disburse-

Receipts ledger and Cash Disbursemsnts Journal in the ‘rreaaurer's

Thiameiscmposedoftherecordsliatedmthatiﬂe They are
separated in packels, by type of record and arranged by year. Deeds
are the evidence of ownership of propertiss purchased by the Board

for public roads and improvement
Rights of Ways, franchises and agreemsnts

9

APPROVED
HALL oF RECORDS COMMISSION

———

County's tax interestas.
provide for the use of private property for Comnty projects, mainly

roads, or the use of County property by private firms or individuals,
Petitions are the requests from one or more persons or firms, ad-
dresged to ths Board, for action on any pcroject requiring authoriza-

tion by the Board.
RECOMMENDATION:s RETAIN pmmm;._t




